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NATIONAL
MINORITY
TELEVISION
INC.
P.O. Box C-11949. Santa Ana, CA 92711

July 1. 1992

Mr. Jim McClellan
Station Manager
KNMT-TV Channel 24
432 Northeast 74th Street
Portland. OR 97213

Dear Jim:

Just a quick note to clarify policy with regard to station vehicles.

Your station's vehicle is designated for use by the engineering department to make
necessary runs to and from the transmitter for repairs. picking up parts, etc.

However, please understand that these vehicles are also to be used for other station
business whenever necessary. It will be up to the station manager to prioritize the
use of station vehicles and, of course, common sense dictates that the number one
priority is to keep the station transmitter and other operating equipment on the air.
Beyond that. the vehicles may be used for other station business and errands, i.e .•
picking up local tlpraise tl guests, picking up janitorial supplies, etc., etc. Where
there is a definite conflict, it should be understood that employees may at times be
required to use their own vehicles for which the station will then pay them reasonable
mileage for such use.

If there is any question regarding this policy, do not hesitate to contact ~y office to
discuss this matter.

Thank you.

Jd;~~'i;~r/'
ykE DUFF

Director

JD:sd
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NATIONAL
MINORITY
TELEVISION
INC.
P.O. Box C-11949, Santa Ana, CA 92711

July 8, 1992

Mr. Jim Mc Clellan
Station Manager
KNMT-TV Channel 24
432 Northeast 74th Street
Portland, OR 97213

Dear Jim:

To assist your station more efficiently, please send any and all telephone slips to the
Prayer Ministry Department at TBN Headquarters care of its Director, Jay Jones.
~verything that pertains to telephone prayer ministry is now processed through this

- office. Do not send the assorted'telephone slips, letters or anything else having to
do with prayer ministry to the mail department or data entry department, as this will
only slow down the processing of materials.

Thank you for your cooperation in this matter as we try to serve you better.

Sincerely,

C:1TN Lt~j;/
JANE DUFF 17
Director

JD:sd
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NATIONAL
MINORITY
TELEVISION
INC.
P.O. BoxC-11949. Santa Ana, CA 92711

July 15, 1992

Mr. Jim Mc Clellan
Station Manager
KNMT-TV Channel 24
432 Northeast 74th Street
Portland. OR 97213

Dear Jim:

As a cost control measure. it has always been the policy of the corporation to keep the
headcount under control by cross-training all employees and making sure that any
increase be cleared by headquarters. In the event of a justifiable need, such as a new

'-/ station beginning production, the total number of employees should be 7 or 8 and a
station with full production operations can function with nine full-time employees. Be
sure to use part-time people when at all possible and cross-train everyone. Even the
station manager should know how to operate the board in an emergency situation.

Your station's employees are your greatest expense and good employees are your greatest
asset. Hiring is a very critical issue. therefore. do not increase the headcount
without the prior authorization of the Board of Directors, who are now reviewing your
stations expenses more closely.

Submit your request to increase the headcount in writing prior to recruiting to avoid
any unnecessary efforts and do not submit a request unless it can be fully justified.
Stations should continuously look for ways to cut costs and scrutinizing the methods of
training is an excellent means to do so.

Sincerely.

9,(2&1(
JANE DUFF
Director

JD:sd

55039



~
1::
oj 4;

~~ 0
g~ ~.:o

·-c·~""'''''_=_''''''''''

.~"::

; ; .
~.. -) i ~
.~

II>-J ;. :J•.

.-. ~

"~.~; I

, d:
l,- ._\,~



111



GLENDALE BROADCASTING COMPANY

EXHmIT NO. 119

MM DOCKET NO. 93-75



NATIONAL
MINORITY
TELEVISION
INC.
P.O. Box C·11949, Santa Ana, CA 92711

July 15, 1992

Mr. Jim Mc Clellan
Station Manager
KNMTV-TV Channel 24
432 Northeast 74th Street
Portland, OR 97213

Dear Jim:

Please be advised that no phone numbers are to be put on the screen for any TBN
~ productions without prior approval 'from the programming department.

The only exclusions involve 800 numbers on tags at the end of TBN productions.

Thank you for your cooperation.

Sincerely,

rJtr?Gl f);c:-/J
7n~~Uff I~I

Director

JD:sd

, i
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NATIONAL
MINORITY
TELEVISION
INC.
P.O. Box C-11949. Santll Ana, CA em 1

KIKORAliDUH

TO: St~tion Manager

FROM: Ma.nag~\l\ent

DATE: December 16. 1992

RE: Standards & Practices o~ the Company

It has come to our attention ·that there Bre Bome misunderstandings concerning certain
fules and regulations among employees.

First of all. a reminder ilbout c:locking in and clocking out. Your ~rrival 011 time is
imperative. On time means 8130 a.m. Any &t'rival after 8130 a.m. 1s tardy and will not
bll tolerated by this ministry. If tardiness continues to be a problem it wl.11 r'cl'iult
~n disciplinary action or termination. Seven minutes grace period is acc~ptlthl~ but
must be made up. Cards punched incorrectly must have itation managera tdguat1lt't· for
approval.

Punching
employee
also be
request.

the time card of another employee or tilling out the time sheet of illlother
1& not allowed and is illegal. The employ~e whose time card is punC'hcd will
eligible for a penalty or te1:"mination 1£ the inh'act1on occurred ,It their

The end of the work day is at 3:30 p.m. unless othe~ise authorized by the station
manager.

Ten (10) minute break per10ds are. provided at 10:30 a.m. and 3:30 p.m. Lunch hour is
from 12:30 p.m. - 1:30 p.m. unless otherwise authorized.

For unexpected absences due to 1l1neSS6s or emergencies the station lllanager 01"
department head should be notified by telephone.

Making personal telephone calls on company eimQ is prohibited. Station facltl tIes must
be available for business use at all times; therefore personal calls should be made or
accepted only when absolutely necessary and conversation should be kept as hrief as
p06s1bl~.

It an emergancy '1:"1.e8 and it is necessary to place a long distance or toll rnll while
at work the .•ration manager must be notitiQd ~rior to your placing the call. II at all
possible have the call charged to your home telephone number or rever.e the ch.H~es.
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DEC-16-92 WED 18:45 JANE DUFF~S OFFICE

There will be no solicitation among employees by other employees or customers such as
Avon. school candy, etc. The solicitation of employees by other employees for the
purpose of selling merchandlie, inaurance. or any other product or serv1ce 1s expressly
prohibited. Persons who are not employees of the station will not be permitted to come
or remain on the premises for the purpose of making any solicitation or distributing
cards. literature. notices or papers of any kind in any WOt~ ~rea or posting any of
these on walls. windows, machi~es or other equipment or on a bulletin board without the
expressed pcr~1s8ion of the station manager.

Station personnel are not allowed to give testimonials or endorsements on behalf of the
company. No statements of stories 8hould be written or released by any employee. Any
newsworthy .tory that ,n ~ndividual fQQls is suitable tor publication should be
referred to the station manaler.

The use of station postage stamps for perlonal ule is atrictly prohibited.

All work areas will be kept neat and orderly at e.l1 times (refer to memo "I,et' 9 Keep
God's House Clean", dated December 1988). ThQ stations offices must always look their
best. Just as we are all judged by our friends, acquaintances, and the general public,
so is the itation judged by 1ts appearance. Good housekeeping makes it easier to
organize work and prevents 10S9 of items and misplacing of reports, capes and 80 forth.

The writing of personal letters on station stationery ~s prohibited and the sending of
personal letters, payment of bills, etc. in the stations envelopes is prohibited.

Conducting personal business during working hours 1s prohibited.

Visiting ~mong employees should be kept to a minimum. Employees are asked to not go
Visiting in other departments. If you have business in another department, transact it
and leave.

No unauthorized visitors are allowed in areas designated as restricted or security
areas. This includes all areas with eKception of the foyer.

Insubordination or failing to carry out the iostructione Or requests of a supervisor
could lead to termination.

Bringing intoxicants or drugs. or consuming intoxicants or drugs (other than those
prescribed by your doctor and used as prescribed) on the station premises. or reporting
to work under the influence of intoxicating beverages or' drugs 18 prohibited.

Negotiations and agreements between the station. its sponsors. donore. programmers and
network affiliates are confidential and are never discussed with or disclosed to anyone
exc~pt authorized per60nn~l. Improper handling of sponior or progr.~ing credit
informot1on can, for example. result in loss of business and/or can leave the station
open for serious charges.

Lists of donors or suppliers, and other materials listed as confident~al and restricted
are not under any circumstances to be removed from the station's premises or discussed
with or shown to anyone except authori~ed personnel.

No one shall deliberately or willfully violac. the .tation's Equal Employment
Opportunity, program. 5~c: U.S. Dept of Labor poater= ~Q the employee bulletin boa~d

and the station's equal opportunity policy. .
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No one shall steal or attempt to steal proparty of the station, its programmers,
sponsor.. or affiliates, or another e~ployte. This also includes such actions as
falsifying sick leave absences. falsifying medical and insurance records to obtain
benefits under false pretenses••nd 6ubmitting false or ~isleading intor~ation on or
during application for employment.

No one shall intentionally destroy station property. advocate or participate in seizure
or misuse of station property.

No one shall carry a concealed weapon on staCioD property, advocate or p.rtie1pate in
seizure or misuse of station property.

Dress by all employees should be in good taste and in keeping with professional
standards for each job. In admin1strativ~ offices. dress should not include jeans,
T-$h!~tat sweatshirts. iand~ll. or other casual apparel that would be unbusinesBlike in
appearance.

To insure that .11 of our operations are in compliance with I.R.S. regulations, we
periodically engage an accounting firm specializing in nonprofit corporations to
conduct an I.R.S. compliance audit. Our moat recent audit rtveal~d several areas that
wa must address.

credit cards must be used for company busintse only. The I.R.S. prohibits
use. The business use must bl documented. It 11 not enoush to simply tutn in
of the cherae slip. on the back of the slip the nature of the expense must be

as well as the names of all individuals who were served. The business purpose
stated; 1. 8. I "Dinner for Praise craw at Hous ton live Praisl."

Even on gasoline or diesel charge .lips the exempt purpose must be stated; i.e.: "Trip
to church in Beaumont to deliver food for hurricanQ victims."

Any charges made on hotel accounts muse be similarly documented. Charges to hotel
gifts shops should Oil IlxtrQmely rara and thQn only for bus1nass purposQs. Hotal room
movies may not be paid by TBN and should be paid by the employee at check out. We will
be checking to make sure all employees are not exceeding the daily per diem of $35.00
for food and miscellaneous items.

discrepancies were also noted with petty cash expenditures. Every expenditure
receipted and the ttce1pt must .how the na~e ot the vendor, the date, and the
purpo6~ of th~ expenditure. The name of the employee muat also be noted on
slip.

Remember, these are not only company policy require~ents. They are I.R.S. requirements
Bnd the exempt ~t8tU8 of our var1ou& nonprofit corporations could be jeopardized by any
of ou~ neglect in these areas.

It is hoped that thi8 review of co~pany standards and practicea clears up any
mi6und~rstanding or questions that you might havQ about policy and procedures as it
r~lat~a to the company. If you have any qU~6tions or comm~nt8, please contact your
station manager, department head. or the peraonnel office at the headquarters in
Houston.

MANAGEMENT
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If you should have any questions, please call.

/1 (fJ.r( 1/'

I V/, ,

December 27, 1989

This let ter is to inform you that Trini ty Broaacas ti n(j nOu,IO()::' (j ;1,'

guarantees credit obligations on invoices of National Ninority 'JeL::vrc:.o:'
Inc. (NNTV)

Allied Broadcast Equipment
3712 National Road West
P.o. Box 1487
Richmond, IN 47375

Dear Sir:

Sincerely yours,

~.
h "l" r_ hp .1 ~p Crouc

Assistant Secretary

_fl}il!f f F C, i>ildl

-Jh!lif~, ('1 ')7/)8a

. '~'l"<"-(I(~""'[""I'I '. ( /(-. . 11, .,J "'., ."../ (,

fl~" (){1;::.-: ';-ikJ.i~ ,·t
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'~8:?il;a';'1 i/,7,C;.r9271(
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